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SME Administrator 102 Job Aid Overview 

This job aid provides step-by-step instructions for tasks relevant to SME 
Administrators of the GSA OLU (powered by SAP). Topics covered in this job 
aid include: Scheduled Offering (SO) management, email notifications, and 
reporting. 
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A Scheduled Offering (SO) is an ILT that has been scheduled with a start date and time. To manage or perform 
administrator related tasks relating to an existing SO, you must first navigate to the Scheduled Offering section located 
in the Learning Administration area of the system. 
 

Scheduled Offering Navigation 

1. From the Learning Administration page (also called SuccessFactors Administration), cÌÉÃË ÏÎ ÔÈÅ ȰLearningȱ 
icon.  

 

 
 

2. Click on the Scheduled Offerings tab in the left menu frame. You will be directed to the area of the system 
where you can search and view your existing Scheduled Offering. 

 

 



Powered by: Page 2 | © 2017 eSkillz Corp. All rights reserved. 

 

SME Administrator 102 Job Aid 

 

 

3. Enter the title (or associated keyword) of your desired SO. Click Search. 
Note: Clear out the Start Date After field to view the entire list of scheduled offerings associated with your title. 

 

   
 

4. Locate and click on your desired SO. This will direct you to the Scheduled Offering administration page of your 
SO. 

 

   

TIP: Click the 
Ȱ!ÄÄȾ2ÅÍÏÖÅ 
#ÒÉÔÅÒÉÁȱ ÂÕÔÔÏÎ 
to refine your 

search. 

TIPȡ #ÌÉÃË ÔÈÅ Ȱ&ÉÅÌÄ 
#ÈÏÏÓÅÒȱ ÂÕÔÔÏÎ ÔÏ 
refine your search 

results. 
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5. You are now in the Scheduled Offering Administration page of your SO. 
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SCHEDULED OFFERING MANAGEMENT 

Scheduled Offering Administration Page 

The Scheduled Offering Administration page is divided into three main areas: 

¶ Core Area ɉÔÏÐ ÌÅÆÔɊȡ #ÏÎÔÁÉÎÓ ÙÏÕÒ 3/ȭÓ ÂÁÓÉÃ ÉÎÆÏÒÍÁÔÉÏÎ ÉÎÃÌÕÄÉÎÇȟ ÔÉÔÌÅȟ ÄÅÓÃÒÉÐÔÉÏÎȟ ÄÁÔÅȟ ÔÉÍÅȟ ÒÅÇÉÓÔÒÁtion 

requirements, etc. Click the  button to view additional summary data. 

¶ Actions Menu (top right): Displays additional actions that can be performed at the SO level. 

¶ Related Menu (bottom half): Displays major tabs related to important SO components (ex: Registration). Click 
More to see additional Related tabs. 
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SCHEDULED OFFERING MANAGEMENT 

View/ Edit SO Details and Settings  

1. On the Scheduled Offering administration page, click View All (core area) to review and confirm the SO details.  

 

 
 

2. On the Additional Settings page, use the scroll bar to view all your SO settings.  

 

 
 

3. Make your desired edits and click Save to return to the Scheduled Offering Administration page.  
Note:  

-*** You MUST change the Email confirmation to the User to Yes so users can receive an enrollment 
confirmation email upon registration. 
- You can only edit SO date and time from the Segments section of the Related area of the Scheduled 
Offering Administration page. 
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SCHEDULED OFFERING MANAGEMENT 

Copy a SO 

1. On the Scheduled Offering administration page, locate the Actions Menu and click Copy.  

 

 
 

2. Enter and/or select the appropriate information for your new SO. 
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3. Once information has been entered, click Next to advance to the next step. 

 

 
 

4. Review your SO details then click Copy. 
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5. Note your new SO ID, Start Date, and Start Time. Click OK to be directed to the Scheduled Administration page 

of your new SO. 
 

 
 

6. You have successfully copied your SO! Click on View All (core area) to review and confirm your new SO details.  
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SCHEDULED OFFERING MANAGEMENT 

Delete a SO 

1. On the Scheduled Offering administration page of your selected SO (the SO you wish to delete), locate the 
Actions Menu and click Delete.  
 

 
 

2. Click Yes to delete your SO. 
 

 
 

3. You have successfully deleted your SO! Once deleted, you will be directed to the Learning Administration page. 
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Email Learners 

1. On the Scheduled Offering administration page of your selected SO, locate the Actions Menu and click Send 
Notification .  
 

 
 

2. Select the registration status and completion status of the users you wish to notify. Click Next  to advance to 
the next step. 

 

 
 

3. A list of users will be populated under the ȰUpdate Usersȱ section, based on the registration status you selected 
in the previous step. Click Next  to advance to the next step. 
Note: You may click on the Ȱadd one or more from listȱ link to add more people to your notifications list.  
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4. Build your notification email by filling in the appropriate fields. 
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5. Specify Email Addresses 

 

 
 

a. Reply To: Enter the email address you want users to respond to (usually the email sender). 
 

 
 

b. From: Enter your email address (or the email address of the person you are sending the email on behalf 
of). 
 

 
 

c. Send copies to: (leave this field blank) 
Note: The recipients entered in the Send copies to box will receive an email for EVERY user receiving 
this notification. Ex: If you are sending this request to 5 participants, the recipient will receive 5 different 
emails. 
 

 
 

d. Send copies of email to usersȭ ÓÕÐÅÒÖÉÓÏÒÓȡ ,ÅÁÖÅ ÔÈÉÓ ÆÉÅÌÄ ÂÌÁÎË ÉÆ ÙÏÕ ÄÏÎȭÔ ×ÁÎÔ ÓÕÐÅÒÖÉÓÏÒÓ ÔÏ ÁÌÓÏ 
receive your email notification. 
 

 
 

6. Customize Contents 
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a. Attachment: Click on Browse to search your computer for files you would like to add as an attachment 

to your notification. 
 

 
 

b. Subject: Enter the subject of your notification email. 
 

  
 

c. Body: Enter the notification message in this section 
 

 
 

7. /ÎÃÅ ÙÏÕȭÖÅ ÅÎÔÅÒÅÄ ÙÏÕÒ ÎÏÔÉÆÉÃÁÔÉÏn details, click Send Notification.  
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8. Click OK to return to the Scheduled Offering Administration page of the SO.  
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To run an admin level report, you must first access the Reports area of the Learning Administration Homepage.   
 

Reports Area Navigation 

1. From the Learning Administration page (also called SuccessFactors Administration), cÌÉÃË ÏÎ ÔÈÅ ȰReportsȱ 
icon.  

 

 
 

2. You are now in the Reports area of the system. From this page, you can search and run desired reports. 
 

 
 

 
 
 
 
 
 
 
 

 
 
 
 


